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• Be prepared

• Enrollment transactions

• Change of ownership

• Linking rendering providers

• Converting ordering, prescribing, or referring (OPR) or 

rendering provider

• Revalidation

• Helpful tools

• Questions

Agenda
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Be Prepared
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Be Prepared

Review the IHCP Provider Enrollment Type and Specialty Matrix 
to determine:

• Provider type and specialty

• Document requirements 
− In-state and out-of-state

• Application fee

• Fingerprinting and background check requirements
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Be Prepared

Determine provider classification:
• Billing − An individual or sole proprietor, or an 

organization operating as a business entity, 

billing for services at a distinct service location, 

with no rendering providers 

• Group − A distinct service location with one or 

more practitioners or rendering providers 

• Rendering − A practitioner or other provider 
rendering services for a group practice
− A provider enrolled as a rendering provider under 

one or more groups at one or more service 

locations may also enroll as a billing provider at a 

different service location

• Ordering, Prescribing, or Referring (OPR) −

Does not bill the IHCP for services rendered 

but may order, prescribe, or refer services
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Be Prepared

Type of transaction

• New enrollment

• Add service location for an existing provider
− Requires a new enrollment application

• Report a change of ownership (CHOW)
− Requires a new enrollment application

• Revalidate enrollment
− If not COMPLETED timely – requires a new enrollment

• Update profile information

• Recertify licenses and certifications

• Add a rendering provider
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Be Prepared

National Provider Identifier (NPI) requirements

• Type 1 (individual) – A healthcare provider that is conducting business 

as an individual or as a sole proprietor must obtain a Type 1 NPI 

• Type 2 (organizational) – A healthcare provider that is conducting 

business as an organization or a distinct subpart of an organization, 

(such as a group practice, a facility, or a corporation, including an 

incorporated individual) must obtain a Type 2 NPI 

A healthcare provider rendering services as an individual 

practitioner and also conducting business as an incorporated 

entity must obtain a Type 1 NPI as a practitioner and also a 

Type 2 NPI as a corporation or limited liability company (LLC).
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Be Prepared

Gather required documents for transactions

• Always use the most recent version of forms

• Dates and signatures must be within the last 90 days

Scan and save the documents as JPEG or PDF 

files, to the computer on which the enrollment 

function will be completed, so they can be 

added as attachments on the Portal.

Examples:

• W-9

• Bill of sale for a change of ownership 

(CHOW)

• Licenses and certifications

• Rendering provider attestation form
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Be Prepared

W-9 – Make sure to use the most current version.
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Be Prepared

W-9

• The Legal Name and 

Classification must 

EXACTLY match what 

is on the application 

AND how the provider 

is registered with the 

Internal Revenue 

Service (IRS)

• Either a Social 

Security number or an 

employer identification 

number (EIN) should 

be entered

• Sign and date the 
form
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Be Prepared

Rendering Provider Agreement and Attestation Form

Download 

the most 

current 

version.
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Be Prepared

Rendering Provider Agreement and  Attestation Form

• Group name 
and Tax ID

• Name and 
signature of 
AUTHORIZED 
individual

• Name, 
signature, and 
Social 
Security 
number of 
rendering 
provider

Complete a form for each rendering provider. 

Signatures and dates must be within 90 days of request.
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Enrollment Transactions
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Enrollment Transactions

The Portal’s online 

Provider Enrollment 

feature is an easy-to-

use option for providers 

to:

• Enroll in the IHCP 
for the first time

• Enroll a new service 
location or add 
rendering providers 
to their group 

• Make other updates 
to their profile

• Revalidate 
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Enrollment Transactions

• Online transactions are more efficient and 

convenient

• Systematic checks help verify that 

information is complete, reducing 

inadvertent submission errors and the 

need for corrections

• Enrollment applications can be easily 

saved and edited, as needed, during the 

process 

• Supporting enrollment documentation is 

uploaded electronically and submitted with 

the transaction

• Providers can monitor the status of 

submitted transactions in real time
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Enrollment Transactions

• Some address changes (other than legal address [home office] 

and some service locations, based on provider type)

• Presumptive Eligibility Qualified Provider election

• Electronic funds transfer (EFT) addition (18-day paper check 

during change period)

• EFT deletion

• Languages spoken

• Provider disenrollment

Real-time transaction examples:
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Enrollment Transactions

• All enrollment transactions 

follow a step-by-step process

• The required information in 

each step must be completed 

and be accurate to proceed to 

the next step
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Enrollment Transactions

If you are not able to complete the required information for a step, the 

application may be saved and resumed within 90 days.

Choose the Finish Later option 

at the bottom of any page.
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Enrollment Transactions
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Enrollment Transactions

When application is completed on the Instruction Summary Page, select 

Confirm
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Enrollment Transactions

Remember your 

password information. 

It is NOT retrievable.  
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Enrollment Transactions

When submitted, an application tracking number (ATN) will be assigned, and 

the prompt will appear to Upload Required Attachments

ATN
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Enrollment Transactions

Select the Attachment Type from the drop down – choose Add to save each 

attachment
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Enrollment Transactions

When all attachments have been added, choose Submit
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Enrollment Transactions

Monitor the Enrollment Status

• “Ready for Review” indicates that the 

application is pending

• “Provider Corrections Required”  

resumes the enrollment to make the 

required corrections or submit 

documentation

**The application will expire in 

21 days if corrections are not 

made and the application is not 

resubmitted.

Contact Customer Service > 

Provider Enrollment for 

specifics on the required 

corrections.
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Enrollment Transactions

Rendering provider applications require 

the individual’s Social Security number
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Change of Ownership
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Change of Ownership

Change of ownership (CHOW) can be performed on the Portal
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Change of Ownership

Do NOT log in to the Portal

Provide the required information as indicated in the 

step-by-step process to complete the application.
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Linking Rendering Providers
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Linking Rendering Providers

Reminders:

• Rendering providers must be linked to each service location where they 

provide services

• Attach an IHCP Rendering Provider Agreement to each group service 

location enrollment

• Attach the rendering provider’s license
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Linking Rendering Providers

If the rendering provider is NOT currently enrolled in the IHCP…

Choose

Provider 

Enrollment.

Go to the 

Portal 

website, 

but do 

NOT log in.



33

Linking Rendering Providers

Select 

Rendering 

for the 

provider 

classification.

If the rendering provider is NOT currently enrolled in the IHCP…



34

Linking Rendering Providers

Group enrollment is pending:

Enter the application tracking 

number (ATN).

Group is enrolled:

Enter the NPI, 

ZIP+4, and 

taxonomy for 

service location 

where rendering 

provider is being 

linked.

If the rendering provider is NOT currently enrolled in the IHCP…
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Linking Rendering Providers

If the rendering provider IS currently enrolled in the IHCP…

Choose 

Provider 

Maintenance.

Log in to the Provider Healthcare Portal.
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Linking Rendering Providers

Choose

Rendering Provider Changes.

If the rendering provider IS currently enrolled in the IHCP…
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Linking Rendering Providers to 

a NEW Group Location

• Link up to 10 rendering providers that have 

been previously enrolled in the IHCP

• After the NEW group is enrolled, link the 

additional rendering providers via the 

Portal, as instructed in previous slides

• To request the linkage be retroactive, 

enclose a claim for the provider that shows 

a member received services from that 

provider on the date requested

• Nonenrolled providers may be added, as 

instructed in the previous slides, at the time 

the NEW group is enrolled

When enrolling a NEW group with more than 10 rendering providers:
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Linking Rendering Providers 

to Multiple Locations

Full instructions 

available in BR201824
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Linking Rendering Provider 

Reminders

• A rendering provider must be enrolled using a Type 1 NPI and using 

his or her personal name as the legal name on the enrollment

• A rendering provider must be enrolled using their Social Security 

number (SSN) as the unique identifier associated with the IHCP 

enrollment application

Currently enrolled rendering providers that do not have an SSN 

associated with their enrollment must update their profile by 

completing the IHCP Rendering Provider Tax ID/Date of Birth 

Maintenance Form, available on the Provider Enrollment page 

on the website.

Refer to BT201931 for additional information.  
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Converting OPR

or Rendering Provider
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Converting OPR or Rendering 

Provider

The Provider Healthcare Portal allows providers to convert their enrollment 

from the Ordering, Prescribing, or Referring (OPR) classification to the 

Rendering classification, or from a Rendering classification to an Ordering, 

Prescribing, or Referring (OPR) 

• The individual provider must be registered on the Portal

• Refer to BR201835 for complete instructions
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Log in to Portal as the Individual Provider

Choose the link.

Converting OPR or Rendering 

Provider
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Converting OPR or Rendering 

Provider
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Provider 

Classification can 

be Rendering

or OPR

Complete the 

information as 

indicated.

Converting OPR or Rendering 

Provider
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• Complete the required information in the 

step-by-step process.

• Click CONFIRM  on the Summary page.

• The provider’s existing IHCP Provider ID 

will be assigned a rendering provider type.

• This process is the preferred method to 

change the OPR to a rendering provider, or 

a rendering provider to the OPR 

classification.

• Paper enrollment forms are still accepted. 

− Be sure to download the most recent 

version.

Converting OPR or Rendering 

Provider
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Revalidation
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Revalidation

▪ Notification letters are sent to the provider’s mail-to address listed 

on the provider profile 90 days and 60 days before the revalidation 

due date.

➢ Keep ALL addresses up-to-date via the Provider Healthcare 

Portal.

▪ Notification is also posted on the home page of the Provider 

Account in the Portal for the specific location.

▪ Submit a revalidation application as soon as possible after 

notification.

▪ Provider enrollment is end-dated when revalidation is not received 

timely.

➢ Providers that fail to revalidate will be required to re-enroll 

as new providers and will receive a new IHCP Provider ID.

▪ Track the status of your revalidation via the Provider Healthcare 

Portal.

! !
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Revalidation! !
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! !Revalidation! !

Revalidation dates are 

available on the website.
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Helpful Tools
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Provider Relations 
Consultants

Helpful Tools
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Helpful Tools

IHCP website at in.gov/medicaid/providers:

• IHCP Provider Reference Modules

• Contact Us – Provider Relations Field Consultants

Customer Assistance:

• 1-800-457-4584

• Live assistance available Monday–Friday, 

8 a.m. – 6 p.m. Eastern Time

Secure Correspondence:

• Via the Provider Healthcare Portal 

- Registered account required

- After logging in to the Portal, click 
Secure Correspondence to submit a request
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Questions


